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REGULATIONS GOVERNING THE 
COURSE OF STUDY AND EXAMINATIONS 
FOR 
COMMERCIAL SCHOOLS 
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i. Students in attendance at Commercial High Schools may be 


recommended for credit by the teacher or principal in the follow- 


ing high school units: Literature 1, Business Hnglish 1, Spell- 


ing and Penmanship 1, Mathematics 1, Stenography 1, Typewriting l, 


History 1; General Science 1, Commercial French 1, Manual arts 1, 
and Household Economics 1. These recommendations shell be based 


on the work of the student as indicated by term tests and general 


classroom work, a pass mark of 50 per cent. being required in 
each unit. 


ihe unit system of promotion shall obtain, ives, students 
POs ree not ain the opinion of the teacher, entitled to: credit 
in all of these subjects which they have studied, may be re- 
commended for credit in those subjects which have been satis- 
factorily completed. 


—peee order Lo assist teachers in arriving at 2 basis for 


recommendation, question papers in these units will be prepared 


es usual end will be forwerded to all schools from which appli- 
cations have been received, their use being optional with the 
principal or teacher of the school. Where these Departmental 
Examination question papers are used the examination must be 
Peo scecroaing to. the official time-table, and the results.ob- 


teained may be used by the teacher with the term tests for deter- 


Mating final recommendations. The answer papers are not to be 
tOrwarded to the Department of Education, 


Oe The annual departmental exeminations for the remaining 
Subjects will be held between June 10th and June SOth, upon 
such days and at such places as may be determined by the Min- 
ister of Hducation. 


4. Hvery candidate who wishes to write upon any departmental 
eae On snail, not later.than April 15th, make application 
to ne Department. Special forms may be obtained for this 
Purpose, on request. 


"e  OMe Prancipal of every school having candidates. for the 
departmental examinations shall, before June 15th, forward to 
[ie Devertment of Hducation a confidential report on each can- 
didate under the following heads: length of time preparing for 
examination, regularity of attendance, attitude towards work, 
physical fitness and relative standing in the class. Where 
possible, percentages based upon the candidate's work during 
ive Veor Shall be given. Special forms are furnished for this 
PUrPOSee 


6. Students who have met the requirements for entrance as set 


forth in Section 7 below may be admitted to the Second year for 
a special one-year course in Stenography, or the Third year for 


a special one-year course in Bookkeepinge 


"7, To be €ligible for admission to the regular course, an 
applicant shall have passed the Public School Leaving Examina- 
ti0n, Or shall submit to the Department evidence of having 
satisfactorily covered an equivalent course. To be eligible 


x Oh. 


Digitized by the Internet Archive 
in 2022 with funding from 
Legislative pssemale of Alberta - Alberta ae brary 


https://archive.org/details/ableg_33398004753587 


for admission to either of the special short courses, the appli- 
cant must have completed successfully the second year in either 
the academic or commercial departments of a secondary school, 
Vics minimum Of credit in thirteen units. 


Gs In order to obtein credit, candidates will be required to 
Gocemie oe Der cent. in each units 


9. In all commercial examinations (exclusive of Spelling and 
Business English) a penalty of five marks may be deducted for 
eech of the following causes: a mis-spelled words, (b) in- 
stances of incorrect English, ({c) careless penmanship and indif- 
ferent arrangement of work. On the Spelling and Business English 
papers the penalty for such causes shall be unlimited. 


10. Candidates who fail on the departmental examinations shall 
Maver wie right ‘to appeal within twenty days from the, time the 
Teo ys (01 the examinations are announced. Hach eppellant shall 
state the answer papers he wishes to have re-examined «nd for- 
ward the fee prescribed -- 


The following fees are prescribed in connection with 
departmental examinations: 


Pomreich unit, 61.00 up to @ maximum of 34.00 for examina- 
Brew oro the Second iYcer, and (a maximum of $6.00 Tor the Third 
eam, 2nd a maximum of $7.00 for the Fourth Year. 


Pe roeokominatian Tees ‘shall be paid to the presiding 
emominer on the’ first day of examination. 
The fee for append shall be $1.00 per paper. If an appeal 
is sustained the fee will be refunded. 
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FIRST YEAR 


Literature 1: As in Normal Entrance Course. 


Business eue Ld Shy yi 


The fundamental Structural principles involved in the use 
of good English, both oral and written. Much PEACLA Ce nin wWricine 
the language will be given. 


Oral exercises will be Stressed, attention being given to 
proper address, language, enunciation and delivery. 


Business correspondence will reccive major attention. 
Good forms should be studied, ceg. letters, advertisements, com- 
Peroiad, Veports, etc. Study the mechanics of letter writing; 
stress collection sales, application and order lctters. 


Study models of good Hnglish writing, @og- paragraphs from 
MeveraAuUre, editorials, ctc. Rewrite faulty examples of Hnglish 
Gree OCNCr students! work, Letters to the press, poor examples from 
actual correspondents, etc. Perfect the writing of original articles 
of about one hundred words as frequent class exercises at seat 
and on blackboard; current events, newspapers and magazines are 
Veluaole-sources for material. 


Word study; maximum reference to dictionary, derivation, 
pronunciation, syllabication, exact use, synonyms, antonyms, 
homonyms, abbreviations and commercial terms. 


Pace rules in punctuation. 


Mouse careiully prepared essays should. be written during 
the year. 


Text - Business English (Buhlig) D.C. Heath & Coe, Bostone 


ppelling and Word Study 1: 


People eo Llt.. end Vo of the prescribed text. The meanings 
Oa) Worcs should be written and the more difficult onés used 
Poe ewtvcices. Very careful explanation of the use and applica- 
(homsor Cifiicult words should be given by the teacher so that 
peeerone Generel vocabulary may be built up. Frequent dictation 
from trade reviews, current editorials, business statements, etCe, 
should be gavene 


Merve words, Canadian Edition. Gregg Publishing Co. 


Penmanship 13s 


Good letter forms will be taught. The muscular movement 
system will be stressede A rapid movement and light touch are 
essential to good business writing; and nothing coarser than a 
nib such as Sprott's No. 2 should be permitted. Special attention 
Seouloroteo be given to a ineat style of Tigures. 


The course in penmanship by Sprott is recommended. Excellent 
manship magazines are The Business Rducator, Columbus.,.0hi0, 
The Amcrican Penman, New York. 
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Stenography 1: 


he theory of the system to be used should be covered during 
the First Year. The teacher should bear in mindy however, that 
the theory of any system of shorthand is only the means COwstue 
eooeetnat of actual facility in.wriging end the ae dud FeMen of Qs 
fineertan writing vocabulary. To atford training in quick thinking 
ond rapid execution, simple dictation should be given almost 
from the starte This should consist of simple sentences or 
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ad ee Covering’ the @oplication of theory principles. 
Rigi enceking is essential to insure correct applicstion of the 
principles. Hither the Gregg or Pitmen System may be used. 


Texts: Gregg Shorthand - Canadian Anniversary Edition, 


Gregey Publishing) Cos 
New Standard Shorthand - Pitman & SonsSe 


lypewriting 1: 


The First Year's work in typewriting should consist of a 
thorough drill on the letters of the keyboard as found on the 
three lower banks of keys. Only such characters in the fourth 
row as are found in copying straight matter should be studiede 
First Year Students should be able to copy matter of the same 
relative difficulty as that used in the International Conbesta, 
and marked under the same rules, at a rate of not less than 
to Met words a minute, 


Mathematics 1: 


Numbers, fundamental operations, common and decimal fractions, 
extensions, averages, simple graphs, English and metric Systems 
Op Measurement, standard time, specific gravity, mensuration of 
Simple suriaces and volumes, percentage, profit and loss, simple 
Micerest, Commission, insurance. | 


Rapid Calculation is of fundamental importance. Stress short 
methods. 


Text: Canadian Business Arithmetic (Part I) - Keast (Pitman & 
| Sons ) 


History 13: As in Normal Entrance course. 
General Science 1: As in Normal Hntrance courses 
Commercial French 1: 


This course is designed to familiarize pupils with a vocabe- 
ulary in French composed of common business words and expressionsSe 


Text: Canadian GCommercial French Grammar 
Hom = PLtiman & Sons. 


Manual Arts 1: As in Normal Hntrance Coursee 


Household Economics 1: As in Normal Entrance Coursée 


SECOND YEAR 


Literature 23 <As in Normal Entrance Course. 


° 


Business Hnglish and Office Practice .23 


Letters and essays should be written more thoroughly with 
regard to principles. Much time should be devoted to actual 
Weuvineg and soo the correction of errors. The following types” 
of letters should be studied: orders, acknowledgments, inquiries, 
answers to inquiries, claims letters, adjustment LETGers:, 
credit letters, sales letters, application letters, recommend- 
ations, letters of introduction, intrahouse letters, form letters, 
Mechanical form in letter writing. 


Tel aera: 
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Précis writing should be stresscd. Newspaper articles and s 
advertisements in magazines may be used as sources for informa- 
tion. Essays on commercial topics should not be over three 
hundred words in length. Commercial terms cnd contractions and 
punctuation are necessary in the year's work. 


Oral work shall receive attention stressing good form, 
Pe eveke, enunciation, effeeti ve delivery. 


Advertising, postal information, Piling. card) indexing, re- 
mitting money, office routine and the actual use of filing de- 
vices, duplicating devices, use of the telephone, telegrams and 
cablogroms should be studicd. A school paper enlivens interest 
in written English and forms a good motivatior for writing. 


Five essays of at least 400 words will be carefully written 
Guring the year. 


Texts: Business Hnglish, Hotchkiss & Drew (American Book Co.) 
Hite» OL bacerpopecialty Co. 
Gather, Orfice Practice for Stenographers, 
Grees Publishing Co. 
Orr, Office Routine, Commercial Text Book 
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Dpe tine Jend” Word ‘Study (23 


Hirst year course reviewed and extended to include sections 
meme Vi Of) the prescribed: text. The teacher should keep iin 
Peeve im pOrtanec Of vocabulary building) and that the correcs 
spelling of a word is of no value unless the student has a clea 
understanding of its use and application. Section IV covering 
homonyms, synonyms and antonyms should be studicd very carefully. 
The dictation of business statements, current editorials, politi- 
eal speeches, trade reviews, etc., affords a very valuable. train- 
ing to the student, 


Decwec mine t.on Will ‘consist of three ‘sections: First, ifirty 
dictated business words; second, a collection of phrases involv- 
See homophonous words (4¢.g-, principle and principal) ; third, 
icners piece’ of straight matters. 


Rescue words, Canadian Hdition, Grege Publishing Co. 
Motivated Spelling, (Clare H. Smith) - Box 259, Kansas City 


(Hxcellent dictation material may be secured from the Commer- 
Ciel Intelligence Journal, issued by the Department of Trade 
and Commerce at Ottewa, ond from the various trade journals). 


Remmonehl p23 


Drill in the acquirement of speed, consistent with legibility. 
Smoothness of movement, proper spacing, ectce, must receive careful 
attention, Attention, cspecially with bookkeeping students, 
shall be paid to the formation of good figures. Students shall 
conform to standard letters, rather than experiment on optional form 
Plenty of practice material will be found in the course recommended 
fomune Nirst Yoars 


otenography 43 


The Second Year is devoted to the development of speed. The 
heory shall be thoroughly reviewed at commencement ond fre- 
quent drills given during the term. Special vocabularies re- 
Lated to the v.rious brenches of business shall be drilled on. 
If possible this might be co-related with the technical yocavue- 
laries in Part VI of the prescribed spelling text. 


Candidates will be expected to take dictation at rates vary- 
ing from 80 to 100 words per minute depending on the diipicumty 
OEyene material which shall, in all cases, be as free’ from 
technical material as possible. The syllable intensity of exam- 
ination material shall not be greater than 1.5, 


Candidates will be expected to transcribe their notes on the 
machine at & rate of approximately 15 words per) Minutes In 
marking the transcripts, due allownnce will be made for the 
manner in which the work is arranged. The candidate's notes 
must be handed in with his transcript end some allowance made 
therefor. The examination will consist, of two "takes" at daif- 
ferent rates of specd. Hach candidate may write on one or both 
"takes" and shall then clect to write back either one or the 
other. The maximum marks for the slower "take" shall be 85 
pear tor, the faster, 100. 


Pye ood dicuetion text will afford plenty of material for 
class work. 


lypewriting 23 


Students shall be instructed in the,mechanism of the machine, 
Pao eney proper) care. of same s the removaliof old ribbon;))the use 
Par oeroLenczl=cutting devices; the tabulator’ or) column) selector; 
Piemoneparauvon Of Llepal forms; filling in) of invoices, statements 
poor enced) Torms of various) kinds: different’ spacings’ and” proper 
use of margins; carbon work; manifolding; addressing of envelopes, 
SUC» 


The work of the Second Year should give the student a thorough 
working knowledge of the machine, and the various types of work 
Dipwnaehwit 26 capnble.: A fairly high rate of speed, consistent 
With accuracy, should be aimed at3 and nothing short of what 
would be accepted in a business office should be accepted from 
the student. 


Bookkeeping 1 (Theory and Practice): 


The aim of the First Year's work shall be to familiarize the 
Btudent will the use of the Journal Cash Book, Purchase and Sales 
Books as books of original entry. Students should be able to 
work simple sets involving use of these books for ‘a Single pro- 
prietorship, to close the ledger, and prepare simple statements. 
They should also be able to give satisfactory reasons for each 
step performed. 


lon) 


Texts Canadien Modern Accounting, Part I, Chapters I-xII and 
Theory of Chapter XIII - Commercial Text Book Co- 
Commercial French 2:3 
Complete text used in Commercial French l. 


re a ns Re ne ae ns een YD 


Texts A History of Trade and Commerce, Heaton, 
Those Nelson & Sons. 


Manuel Arts 23 As in Normal Entrance Course e 


Household Hconomics 23 AS in Normal Entrance Courseée 
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THIRD YEAR 
Litorature 33: As in Normal Entrance Course. 
Business English and Office Practice 3: 


A more intensive knowledge of Business English should be 
obtained in this year's work. Purposive writing in essays, 
letters and advertisements should be aimed ate 


Hssayss - Economic, political, social, commercial, 
industrial topics should be thoroughly discussed and 
essays written. Editorials and articles in good maga- 
zines should be studied. Avoid making these Hay yoicre nd. 
eS human interest be the basis of all written 
Worke 


Lettersi- Continue practice in letter writing begun in 
Business English 2 extending the work to include special 
types of letters, ¢.g., collection letters, follow-up 
letters, etc., business reports. Stress mechanical formse 


Advertising: = Definition, importance in business, plann- 
ing, writing, layouts, selling. : 


A school paper enlivens interest in written English and 
forms 2 good motivation for writing. 


Five essays of at least 500 words will be carefully written 
during the year. 


Texts: Canadian Commercial Correspondence, Russell, Commer- 
Cia. Text Book Co. 
J Hiementary Advertising, Chapters I - X, Allan, 
Commercial Text Book Co. 


Reference Book; Business Letter Writing, Dolch, Ronald Press Co,» 
Secretarial Training 1: 


The aim of this course shall be to give a systematic and cor- 
related training in advanced dictation, stenographic practice 
and secretarial procedure. The teacher should act in a super- 
visory capacity and the actual work of the course should be done 
by the pupil. 


The student must be made to feel that accuracy, neatness and 
the ability to do little things well are absolutely essential. 
It is not only necessary to copy manuscript with greater 
speed, but also to display it in such a way that it can be most 
easily read and referred. to-« 


As all the letters and papers prepared by the student will 
be used in teaching filing, some method should be provided for 


keeping these in proper ordere 


The students should become familiar with and able to handle 
correspondence of: Collection Agencies, Railroads, Real Hs Ge Ges 
Banking and Investments, Printing and Publishing, Life Insurance, 
Automobiles and Legal Offices. 


Texts Advanced Dictation and Secretarial Training, Reigner, 
The H.eMeRowe Coe, Baltimore. 
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Bookkeeping and Accountancy 2 (Theory and Practice): 


The work of the First Year, involving single proprictorship, 
should be thoroughly revicwed.. A Partner Should thensbezteaken 
into the business, and the work of the second year Should bs 
devoted Der eelve bo a Study, of partnership problems. The follow- 
ing topics are suggestive of the work to be covercd: the use of 
the Journal, Cash, Purchase, Sales, and Note Books, as books of 
original entry} special: forms of thesc books (Co@ey Synoptic 
Journal): Petty Cash Book, Trial Balance, its merits and defi- 
Cicncies; Trading Accounts; Profit and Loss ptatemnents, closing 
Entries; Adjustment Entrics; the use of Reserves, Depreciation; 
Good Will; Balance Sheets «<nd their arrangements; Single Entry 
end changing from Single to Double Entry; Partnership Settle- 
ments, etc. The texts mentioned for First Year work contcin 
sufficient material for Second Year classes. 


The examination will consist of one paper involving problems 
in beth theory end practice of accounting. 


Text: Canadian Modern Accounting, Part I, complete, 
Commercial Text Book Co. 


Commercial Law 1: 


ahe work as fully covered in the prescribed text. In ad- 
dition to a knowledge of Commercial Law, students will be ex- 
pected, GO be able to draft such common business forms as} 
Po owerpor, Attorney, Notice of Protest, Simple Form of Contract, 
PreneNote, Instalment Note, Notice to Vacate, etc. 


Text: Business Law, Walker, Ryerson Press. 
Geography 1: As in Normal Entrance Course. 
Mathematics 23 

General review based on Mathematics l. 


Taxation, banks and banking, forms used in banking, bank 
discount, foreign exchange, partnerships, stocks and bonds, 
partial payments, equation of payments, compound interest, 
Simple mensuration. 


Raptr Calculation is a most important phse. of the work of 
this coursee Short methods should be used wherever possible. 


Texte Canadian Business Arithmetic, Part II, Keast, 
Pitman & Sons. 


FOURTH YSAR 
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Literature 42 As in Normal Entrence Course. 
Advertising and Salesmanship:; 


1. Advertising: Review outline in Business gnglish Be 
Writing Advertisements; essentials, checking, samples, 
photo-engraving, illustrations, proofs, media, supplenen- 
tary advertising, terms and abbreviations. 


2, Salesmanship: The field of selling; personality of 
salesmans the product or proposition; the prospect or 
customer; the procedure of selling; other aspects of 


sclling. 


NA i=) R a” 
Texts; Elementary Advertising, Allan, Commercial Text Book CO. 
7] Tan 7B 
Salesmanship, Gregory, Commercial Text Book CO-e 
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Mathematics 3% 

Algebraic notation and expressions; Simple equations, “eraon 
of simple cquation; addition, subtraction, muktiplication, 2nd 
division of algebraic expressions; simple equations of two 
unknowns; quadratic equations, algebraic and graphic solutions; 
retios in right triangles, trigonometric functions and CAOLGS 3 
indices and logarithms; simple geometrical theorems regarding 
Mois losmand pirat ler, dines’. 


fecu. Lo be selected. 


mookKeeping and Accountency 33 


The work in Bookkceping and Accountancy for the Third Yeer 
is covered thoroughly in Canadian Modern Accounting, Part II, 
published by the Commercial Text Book Company. This consists 
Oieesrcview of the work of the First and Second years, and 
ers topecial stress upon modern accounting forms. This sub- 
gect is intended mainly for those intending to follow account- 
eueyyes & profession; and should not be underteken except by 
students who have shown good ability in the bookkeeping classes 
throughout the First and Second yearse 


Pee eecancdien Modcrm Accounting, Part II, Commercial Text. Book Co. 
History 5: As in Normal Entrance Course 


Peeourcel) Otfice Training® 
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tiem work sncLuded ian thie unit embraces actual ‘practice. in 
Meancatiang the following Machines: 


ie MUpLLCatoOrs.,,¢.2.e, Rotary Neostyle; Baison Divs ; 


Wultigraph; Gestetner. 


ee BOOkkeeping machines, @€e@e, Burroughs; Underwood-Hlliott- 
WIS Ie ts 


eee uculating machines, ¢€.@., Burroughs, Dalton, Sunstrand 
Comptometer. 


SeeDLerating machines, 6.2. Dictaphone, or Hdiphone. 
Se Addressing machines, #ege, Addressographe 


The companies manufacturing bookkeeping and calculating 
machines prepare 2 scries of practical lessons to accompany each 
machine, and these cxerciseg should be worked through by. cach 
S00 Crit. 


In addition to securing @& prmetical fraining in the use of 
he afore-mentioned machines, students will =:lso be expected 
to continue their study of shorthand and typing. Exercises OT 
dictation may be secured from any good dictation text, while 
excellent projects in typing will be found in the authorized text. 


Authorized text: Projects in Typing, Gregg Publishing Company e 
Explanatory booklets descriptive of each of the afore-mentioned 
machines may be obtained upon application to the manufacturerse 
Commercial French 3: Text to be sclected. 
Physiology and Hygiene 1: As in Technical Course. 

Art le <As in Normal EntrancemCGourse.e 


Any units from the Normal Entrance Course selected ae. on pa 
Will follow the outline given in Handbook for Secondary Schoolse 
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